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ASSET MANAGEMENT INTRODUCTION 
 

OVERVIEW 
Asset Management helps automate the business processes involved in asset acquisition, 
and disposal, maintaining accounting integrity and enhancing reporting capabilities.  
Assets may be maintained in various books for different reporting and tracking purposes.   
 
PeopleSoft Asset Management features several key functions: 
 

• Adding Assets 
• Depreciating Assets 
• Adjusting and Transferring Assets 
• Retiring Assets 
• Reporting Assets 

 

ADDING ASSETS 
Assets may be added by Express Add, Basic Add, or through the PO/AP Interface.  This 
section discusses Express Add and Basic Add.  Assets can be added through Express 
Add and then Basic Add can then be used to add additional details, or the entire entry 
can be done through Basic Add 
 
There are two main advantages to adding assets through Express Add.  The first is the 
ease in which you can create a funding split for an asset.  The second is that in Express 
Add, once you press the Save button the asset is automatically capitalized if it is over 
$5,000.  The main disadvantage in using Express Add is that once you click the Save 
button, you cannot make any changes to certain fields.  In Basic Add, both funding splits 
and capitalizing assets require much more work on the part of the employee adding the 
asset, but you can save what you have entered and still make changes to all fields if you 
have not yet clicked the Capitalize Asset button.  We will cover both methods. 
 
* - required field 
# - required field for assets in GAAP book 

 
EXPRESS ADD  
Using Express Add, assets are added and capitalized upon saving with a minimum of 
effort.  Additional details can be added later utilizing Basic Information  
 
Follow the navigation below to add an Asset.  
Navigation:  Asset Management – Owned Assets – Express Add 
 
At the dialog box, click “Add” . 
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*Profile ID – Identifies a profile set up in the Asset Profile table.  The current asset will 
default to all financial and tax depreciation information defined in that profile.  Any of 
these defaults may be overridden. Profile ID corresponds to the Class field on the legacy 
system. For assets under $5,000, use a profile that begins with the letter “U”.  For assets 
$5,000 and over (Capitalized assets), use a profile with just the four-digit number. 
 
*Trans Date – Typically represents the date the asset was actually acquired. 
 
Description – Used to describe the asset. Will default from profile or user can override. 
 
Acctg Date – Represents the date this transaction is posted to the general ledger.  The 
accounting date will be validated against the general ledger open periods to determine 
the posting period.  This can generally be the current date, or the last day of the prior 
month for applybacks. 

NOTE:The difference between the transaction date and the accounting 
date will determine if any prior period depreciation needs to be calculated.  
For example, an asset was acquired and placed in service on March 15, 
2000 but didn’t get entered in PeopleSoft Asset Management until June 1, 
2000.  All general ledger periods prior to June are closed.  In this case, 
PeopleSoft Asset Management will automatically calculate depreciation 
starting in March and post it to the general ledger in June.  Default date 
can be set up in the Operator Defaults panel.   

 
Location – Usually identifies where the asset will be used.  Only valid locations already 
set up in the Locations table are accepted. 
 
Trans Code – Not used.  Leave blank. 
 
Tag Number – If this is a tagged asset, enter the tag number in this field. 
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Accum Depr in Current Pd – If checked, any accumulated depreciation for this asset 
will be booked to the current period.  Otherwise accumulated deprecation will be booked 
to the previous period, which may need to be re-opened.  If are “back-dating” an 
acquisition, this should be checked. 
 
Rate Type – Not used.  Leave as CRRNT. 
 
Book Name – The book(s) the asset is being added to.  The State of North Dakota uses 
the book “GAAP” for those assets equal to or over $5,000 and “UNDER” for those assets 
whose cost is less than $5,000.  This is generally filled in by the system when the Default 
Profile button is checked. 
 
*Quantity – The number of items being added. 
 
*Cost - Total cost (not unit cost). 
 
Salvage - The residual value of the asset.  Subtracted from the cost to determine the 
depreciable basis used in depreciation calculations.  Optional. 
 
Category - Describes the general type of asset. Defined by the Profile. Must be 
previously established. This is generally filled in by the system when the Default Profile 
button is checked. 
 
Cost Type - Not used.  Leave blank 
 
Accum Depr - The amount of depreciation already recognized.  If you are adding assets 
that have depreciation from prior years, enter that amount in this field. 
 
YTD Depr - (Year to Date Depreciation) If any portion of the accumulated depreciation 
amount applies to the current fiscal year, enter the amount of that portion.  This is 
generally not used. 
 
#Operating Unit – Used to designate the appropriation. Charged when the asset was 
purchased. 
 
#Fund Code – The fund(s) that was charged when the asset was purchased. The fund is 
3 digits, unless the asset was purchased with federal funds, in which case the fund is the 
5-digit grant number. 
 
For a funding split, where a single asset is funded by multiple sources, first fill in the 
Asset Cost Information box with the asset’s full amount in the Amount field, press 
Default Profile, then click the  in the Asset Cost Information box to add another 
grouping of acquisition details.  Here, the funding can be split by entering in a separate 
fund code in each Asset Cost Information box, as well as the amount each funding 
source contributed.  Be sure to fill in the Book Name and Category with the same values 
as the first set 
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#Department – Used to designate the reporting level charged when asset was 
purchased (formerly the Cost Center).  
 
Program – Not used.  Leave blank. 
 
Class Field – Used to designate the appropriation line. Charged when the asset was 
purchased. This field is comprised of the 3-digit operating unit, followed by ”50” for 
capitalized assets (ex. 80150), or “30” for non-capitalized assets (ex. 80130) for most 
agencies.  Some agencies have different appropriations. 
 
Project – Used to designated the project charged when the asset was purchased.  
Optional. 
 
Asset Additional Information 
 

 
 
CAP # - The State of North Dakota does not currently use this field. 
 
Asset Class - Asset Class is used to classify assets for reporting purposes. It is currently 
only being used for IT assets. 
 
Asset Status – This should generally be In Service.  

 
FERC Code - (Federal Energy Regulatory Commission). Generally not applicable. 
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Acquisition Date - Date the asset was acquired.  This will default from Transaction Date 
if left blank. 
 
Acquisition Code - Indicates how you acquired the asset.  The default is “Purchased”. 
 
Collateral Asset – N/A (Used only in Japan) 
 
Parent/Child Asset: If you are adding a parent or child asset, select “Parent” or “Child” in 
this field.  If “Child” is chosen, enter the appropriate Parent ID into the field that appears.  
 
Taggable Asset – Check to indicate that this asset should be tagged. 
 
Capitalized Asset - Check box defaults from the asset profile.  You cannot update this 
field.  This check box will be turned on for assets that have been capitalized. 
 
Composite Asset – Not used. 
 
Set R and D Info…  Used to record Research and Development information. Not used. 
 
NOTE - Be sure all asset cost information and the profile are correct before saving.  Once 
you save this page you cannot change any of that information.  Also, once this page is 
saved you cannot continue to add or change information in this page group – that would 
have to be done in the Basic Add page. 
 
Click . 
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ADD AN ASSET USING EXPRESS ADD – CHECKLIST 
 
Navigation:  Asset Management – Owned Assets – Express Add 
     Lines in Italic are optional entry. 

• At the dialog box, click “Add” . 
• Enter the Profile ID. 
• Enter Description 
• Enter Location. 
• Enter Tag Number. 
• Check Accum Depr in Current Period, if Transaction Date is prior months. 
• Enter Transaction Date (Date agency received asset) 
• Enter Accounting Date if applicable. (Last day of prior month, if open) 
• Click Default Profile button. 
• Enter Quantity (or fraction of quantity if split funding source). 
• Enter Cost of item (or portion of cost for split funding source). 
• Enter Salvage Value (or portion of cost for split funding source), if applicable. 
• If capitalized item (over $5,000 in total): 

o Enter Operating Unit 
o Enter Fund Code 
o Enter Department 
o Other accounting fields are optional. 

• If not a capitalized asset, this line of fields is optional. 
 

• If asset has more than one funding source: 
o Click the  to the right of the Salvage Value field.  This will create a second “row” of 

Asset Cost Data and will take your cursor to the first field in that second “row” of data.   
o Enter the Book Name (use same book as first “row”). 
o Enter Quantity (quantities should be adjusted to partial items for split funding sources 

(i.e. .7500 and .2500)) 
o Enter portion of Amount. 
o Enter portion of Salvage Value, if applicable. 
o Enter Category (use same category as first “row”) 
o If capitalized item (over $5,000 in total): 

 Enter Operating Unit 
 Enter Fund Code 
 Enter Department 
 Other accounting fields are optional. 

o Repeat for any additional funding sources. 
 

• Enter Serial ID. 
• Enter Asset Class if IT related Asset 
• On Depreciation Information tab, change Useful Life, if desired. 

 
Review information entered – fields in bold above cannot be changed after saving. 
Click Save.  Additional information can be entered through the Basic Add pages. 
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BASIC ADD  
Basic Add is used to add an asset and to edit information for an existing asset.  Basic 
Add provides more flexibility in the amount of detail that you want to enter with an asset.  
In addition, you don’t need to know all of the necessary information at the time of entry, 
as assets can be saved without capitalizing them. 
 
Use the following navigation: 
Navigation:  Asset Management – Owned Assets – Basic Add 
Enter the Asset ID to be modified or select Add New Value and click . 
 

 
Asset Information 
 
Description - Describes the asset. Will default from Profile, but user can overwrite. 
 
Short Description - Short description of the asset.  This will default from description if 
left blank. 
 
CAP#: Ties the asset to a Capital Acquisition Plan.  Not used. 

 
Seq # - Sequence number is only used in conjunction with CAP#. Not used. 
 
Taggable Asset – Check to indicate that this asset should be tagged.  Will automatically 
be checked when a tag number is entered. 
 
Tag Number: Enter a tag number, if applicable. 
 
Asset Class: Select an Asset Class from a predefined list. It is currently only being used 
for IT classification. 
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Asset Status – This defaults to In Service. 
 
*Acquisition Date - Enter the date the asset was acquired.   
 
Collateral Asset – N/A (Used only in Japan) 
 
Acquisition Code - Indicates how you acquired the asset.  The default is “Purchased”. 
 
FERC Code - (Federal Energy Regulatory Commission). Enter if applicable. 
 
Financing Code - Not used. 
 
Replacement Cost - Indicates how much it would cost to replace this asset. 
 
Last Update - If you are calculating the replacement cost using an index, the date you 
performed the Last Update will display in this box.  If you enter a Replacement Cost, this 
field is required. 
 
Index & SubIndex Name - When you calculate the replacement cost, the original 
replacement cost will be adjusted by the index and subindex you specify.  The State of 
North Dakota does not use this feature. 
 
Parent/Child Asset - If you are adding a parent or child asset, select “Parent” or “Child” 
in this field.  If “Child” is chosen, enter the appropriate Parent ID into the Parent ID field.  
Parent-Child assets cannot also be composite or group assets.   
 
*Profile ID – Enter the appropriate asset Profile ID. This corresponds to the Class field 
on the legacy system. 
 
Capitalized Asset – Box will be selected if this asset has been capitalized, otherwise 
not. You cannot edit this check box directly. 
 
New Asset - Check to indicate a new asset (default). 
 
Replacement Asset/Asset ID - Check to indicate a replacement asset.   
 
Contact -  Reference person for the particular asset and agency. 
 
Phone # - Contact’s phone number. 
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Asset Acquisition Detail 
 
Description - Enter a description of the asset. 
 
System Source - System source that added the asset.  Leave Blank. 
 
*Quantity - Enter the quantity being added. 
 
*Amount - Enter the total cost of the asset. 
 
Sales Tax - Enter the amount of the sales tax. 
 
Use Tax - Enter the amount of the use tax. 
 
Freight - Enter the freight amount. 
 
Capitalize – Leave as To be Capitalized regardless of cost. 
 
Vendor ID – Enter Vendor ID from list. 
 
Vendor Name – Defaults from Vendor ID.  If Vendor ID is left blank, a name can be 
typed in. 
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Interfaces Info… - Can “tie” addition to original purchase documents (i.e. purchase 
order, voucher). 

 
Enter Business Unit in any section used.  You can then do look-ups to enter related 
document numbers.  Click OK when finished. 
 
Category – Will default from profile 
 
Cost Type – Not used. 
 
Acquisition Detail Chartfields – Enter accounting information here. (Optional for assets 
under $5,000) 
 

 
Operating Unit, Fund Code and Department are required for assets over $5,000 – other 
fields are optional.  Click OK when finished. 
 
Multiple funding sources must be added after asset is capitalized –that will be 
covered later in this section. 
 

 
  Page 11 of 32 



 
State of North Dakota   Asset Management 

 
Currency – Defaults to a value of USD. 
 
*Trans Date – Typically represents the date the asset was actually acquired. 
 
*Acctg Date – Represents the date this transaction is posted to the general ledger.  The 
accounting date will be validated against the general ledger open periods to determine 
the posting period.  This can generally be the current date, or the last day of the prior 
month, if that month is still open.  (Assets entered in July using the Acctg date of June 30 
will be additions of the prior fiscal year.) 

 
Rate Type – Not used.  Leave as CRRNT. 
 
Accum Depr in Current Pd – If checked, any accumulated depreciation for this asset 
will be booked to the current period.  If are “back-dating” an acquisition, this should be 
checked. 
 
Trans Code – Not used.  Leave blank. 
 
The CAPITALIZE button should be clicked as the final step in adding the asset.  Once 
this is clicked and the asset is saved, asset cost information and certain other fields are 
final and can no longer be changed.  DO NOT CLICK THIS BUTTON NOW. 

 

 
 
Location/Comments/Attributes 
 
This page is used to enter the physical Location of the asset, any Comments pertaining 
to the asset, and the Physical Attributes of the asset. 
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Effective Date – the Date the asset was placed in this location. 
 
Location – Enter the location from the list provided (these are set up in the location table 
used primarily in Procurement). 
 
Document Field – Free form field with a limit of ten characters to add any additional 
description needed.  Can be used to enter additional location information. 
 
Authorization – This section is generally not used. 
 
Room Number – Additional ten character field sometimes used as part of location. 
 
The Comments and Physical Attributes sections are free-form fields and can be filled 
out as desired. 
 
Image section – You can upload a picture of the assets.  Due to unknown data space 
issues, this feature is generally not used at the current time. 

 

 
 
Custodian/License/Manufacturer   
This page is used to record various Manufacturer Information, License Information, 
and Custodian Information, as desired. 
 
Click . 

 
Note:  As assets move among locations or custodians, PeopleSoft Asset 
Management allows you to keep a complete history of all locations and/or 
custodians and make comments.  Click the  sign to Add a New Row in 
the Location, Comments or Custodian Information box.  In this new row, you 
can enter in the new information, without losing the previous information. 
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ADDING AN ASSET USING BASIC ADD – CHECKLIST 
Navigation:  Asset Management – Owned Assets – Basic Add 
     Lines in Italic are optional entry. 

• Select Add New Value and click Add. 
o Enter Description 
o Enter Tag Number 
o Enter Asset Class if IT related asset 
o Enter Acquisition Date 
o Enter Profile ID 

• Go to Asset Acquisition Detail tab. 
o Enter Quantity 
o Enter Amount (Excluding Freight) 
o Enter Freight Amount  
o Enter Vendor ID or Vendor Name 
o Click on Interfaces Info… 

 Add Business Unit and other document information, as desired 
 Click OK 

o Click on Acquisition Detail Chartfields  (Optional for assets under $5,000) 
 Enter Operating Unit, Fund Code and Department (required over $5,000) 
 Enter other Chartfields details (optional) 
 Click OK.  Note:  Multiple Funding sources will be added later. 

o Enter Trans Date (same as Acquisition Date) 
o Enter Accounting Date (last day of prior month if apply back) 

• Go to Location/Comments/Attributes tab 
o Enter Location from list (ensure effective date is correct) 
o Enter Document, Room Number, Comments and Physical Attributes, as desired. 

• Go to Custodian/License/Manufacturer tab. 
o Enter various fields as desired. (Leave chartfields blank – not tied to accounting.) 

• Click on Save.  Asset is NOT YET CAPITALIZED or finalized.  This record can be saved at any 
point in the entry process and data changed later, as long as the Capitalize button has not been 
clicked on.  Once that button has been clicked and the record saved, certain cost acquisition 
information can no longer be changed.  Review data entered (Asset Information and Acquisition 
Detail) before finalizing. 

 
• TO FINALIZE ASSET: 
• Go to Asset Acquisition Detail tab. 

o Click on the yellow Capitalize button. (A new Asset Cost Information section appears 
below.  This copies the information entered previously. ) 

o If the asset has a funding split, click on the + in this section to add a new row. 
 Adjust the Quantity and Cost information in each row to reflect the portion of the 

funding split for each row. 
 In the second “row”, enter the Book and Category used in the first row. 
 Enter Operating Unit, Fund Code and Department (required over $5,000) 
 Enter other Chartfields details (optional) 

o Add additional rows as necessary. 
• When all information is reviewed, click Save.  This will capitalize the asset. 
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COPY AN EXISTING ASSET 
 
You can copy an existing asset if its financial and physical information is similar to a new 
asset you want to create.   
 
Navigation:  Asset Management – Owned Assets – Copy Existing Asset 

Enter the Asset ID to be copied or the Business Unit and click . 
 
Select the asset you wish to copy. 

 
 
Number of Asset Copies to create – Enter the number of asset copies you wish to 
create. 
 
Trans Date – Typically represents the date the asset was actually acquired. 
 
Acctg Date – Represents the date this transaction is posted to the general ledger.  The 
accounting date will be validated against the general ledger open periods to determine 
the posting period. 
 
Trans Code – Not used. 
 
Asset Copy Options – Select which information you would like copied to the new assets 
by checking the boxes next to the information titles. 
 
Asset ID – Defaults in as NEXT. Do not change this information. 
 

Click . 
 
Verify and/or change any necessary information in the new assets.  
Click . 
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PENDING TRANS UPDATE / DELETE 
Asset Management allows you to update or delete assets that have not gone through the 
depreciation calculation process (recently added).  This provides an opportunity for data 
validation and correction prior to processing. 
 
To edit pending transactions, use the following navigation: 
Navigation - Asset Management - Send/Receive Information - Change/Delete Pending 
Trans 
 
Select the pending asset to be edited. 
  

DELETE 

 
 

To delete, click the  button.  Click  at the validation page. The 
following message will appear: 

 
  
Click “OK” then  at the Pending Trans Update/Delete page to complete the 
deletion. 
 

UPDATE 
To update chartfield, quantity or cost information, click the  button. 
 

 
 

Update the appropriate information and click . 
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The following message will appear: 

 
 Click “OK” then  at the Pending Trans Update/Delete page to complete the 
update. 
 

To change Transaction Date or Accounting Date click . 
 

 
 
Make the desired changes and click .   
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REVIEWING ASSET INFORMATION 
Asset information is stored on Peoplesoft in 3 different components.  General physical 
information on the asset (i.e. location, manufacturer, physical attributes) are stored in the 
Basic Add Pages mentioned previously.  The Asset Cost/Acquisition details and 
Depreciation details are stored in the two sections detailed below. 
 

REVIEWING COST INFORMATION 
To review cost/acquisition information for a specific asset use the following navigation: 
Navigation – Asset Management – Review Cost/Depr Activity – Cost History 
Select the appropriate asset to review, then navigate throughout the pages. 

 

 
REVIEWING DEPRECIATION INFORMATION 
To review depreciation information for a specific asset use the following navigation: 
Navigation – Asset Management – Review Cost/Depr Activity – Asset Depreciation. 
Select the appropriate asset to review, then navigate throughout the pages. 
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ADJUSTMENTS  
ADJUSTING COST AND QUANTITY 
Asset Management allows you to adjust cost and or quantity using several options: 

• By change in net cost or net quantity. 
• By change in percentage of net cost. 
• By net cost per row. 
• By new quantity per row. 
• By cost change per row. 

 
Navigation – Asset Management – Financial Transactions – Cost Adjust/Transfer Asset 

 
 
Transaction Code is optional.  
 
Rate Type, Copy Changes to Other Books, and Adjust other books by should be left 
with their default values. 

Select Action of “Adjustment” and click . 
 

 
 
Adjust All Rows By:  Allows you to adjust multiple rows by the same value: Percent, 

Quantity, or Cost.  Enter adjustment then click  to show the change reflected 
on all rows.  Each individual row can then be edited before saving the adjustment. 
 
To adjust a single row, simply enter the adjusted value into the appropriate field: 
Quantity, Cost, or Salvage. 
 
Adjust Current Row By allows you to adjust the cost by entering the adjustment amount 
(positive or negative) and clicking . 
 
Save the adjustment.  
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CHANGING LOCATIONS 
Navigation:  Asset Management – Owned Assets – Basic Add 
At the selection page, identify the asset to be changed. 
 
Click on the Locations/Comments/Attributes tab. 

 
 
Click on the + below the Location bar. 
Enter the Effective Date of the location change.  Enter the new Location and any other 
location type information.  Click Save. 
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RETIREMENTS AND REINSTATEMENTS 
PeopleSoft Asset Management enables you to fully or partially retire assets in the past, 
present, or future. Occasionally, you may need to reverse a retirement transaction. For 
these occasions, we also provide the ability to reinstate a retired asset using the pages 
within the Asset Retirements component. 
 
When all units and all cost of an asset are retired, the asset is considered fully retired. 
The asset is taken off your books after the retirement has been fully processed and 
accounting entries have been created. No further depreciation will accrue. 
 
You can partially retire an asset by either quantity or cost. Depreciation continues to be 
processed for the amount that remains. 

RETIRE AN ASSET 
To retire an asset use the following navigation: 
Navigation – Asset Management – Financial Transactions – Retire/Reinstate Asset 
At the selection page, identify the asset to be retired. 
 

 

Click . 
Retirement fields are available for entry.  
Select the proper Tran Code. 
Quantity and Cost are automatically populated with the retirement values.  These can be 
changed if doing a partial retirement. 
Enter Removal Cost and Proceeds if applicable.  (Proceeds include Trade-in value.)  
 
Save.  

REINSTATE AN ASSET 
To reinstate a previously retired asset use the following navigation: 
Navigation – Asset Management – Financial Transactions – Retire/Reinstate Asset 
At the selection page, identify the asset to be reinstate. 
Click Reinstate. 
Save. 
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REPORTS AND QUERIES 
RUNNING QUERIES 
Peoplesoft has reporting capabilities that allow user to download and information 
maintained on the system whenever needed.  Queries are less formal version of a report.  
There are several queries already developed for users to run, and agency IT personnel 
can develop additional queries as needed.  To run a query: 
 
Navigation – Reporting Tools – Query – Query Viewer 
 
This brings up a search page.  Asset reports all begin with NDS_AM – enter that in the 
search field. 

 
Select a query to run, then click on Run to HTML or Run to Excel to the right of the 
query name and description.  (Run to HTML will create a informal report that can be 
printed.  Run to Excel will download that data into an Excel type file that can be copied 
and pasted into Excel.) 
 
This will open up a new window.  You may be prompted to enter your Business Unit 
and/or Book name (GAAP or UNDER).  Then click View Results. 
 
As additional statewide queries are added, they will be named with the NDS_AM prefix.  
Agency developed queries may start with NDS and the agency name or number – your IT 
person should provide you with those names. 
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RUNNING REPORTS 
Peoplesoft has many reports available for users to run/create on an as needed basis.  
These are standard reports based on the general information most Peoplesoft users 
need.  We have found that many of these do not meet the State of North Dakota’s unique 
needs so we have developed several other custom reports.  These reports are generally 
in a PDF format and can be saved to file or printed.  We will cover the basics on how to 
run reports, and then provide a list of custom reports and the navigation for each. 
 
After navigating to a report, the user will be asked to enter a Run Control ID: 

 
The run control is simply a database record that allows a user to define criteria for a 
specific process.  The run control is saved after it is created and can be used again, or 
modified, the next time the same process is run.  Run controls are unique to a user ID. 
 
The first time a report is run you will need to add a new value.  The run control can be 
any alpha/numeric combination but cannot have spaces.   Once the run control is entered 
you will proceed to the parameters page. 
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You will always need to enter your Business Unit and Book Name (report can only be run 
for one book at a time).  Often times you will also need to specify some date criteria so 
you only select the current fiscal year. 
 
After the parameters are entered, click the Run button in the upper right.  This will take 
you to the Process Scheduler Request page where you can select which report to run.   
 

 
 
The reports developed specifically for the State of North Dakota (custom reports) start 
with ND.  Click the box in front of the applicable report, then click OK.  This will kick off 
the report generation and return you to the parameters page.   
 
There are 2 ways to go view your report: 
 

• Click on Process Monitor.  In the new screen you will see the status of the 
process.  Click refresh periodically to update the status.  Once the status is 
Success and the Distribution Status is posted, click on Details to the right.  In the 
next screen, click on View Log/Trace.  In the next screen, click on the blue 
hyperlink ending in .PDF – this will open up the report for you to view. 

• Click on Report Manager.  In the new screen  
 

CUSTOM DEVELOPED REPORTS 
Some of the delivered reports may suit your needs, but these reports do not contain the 
Tag Number field, which is crucial for most state agencies.  Therefore, several custom 
reports created specifically for state agency users.  You will notice on the Parameters 
page that you can limit the report to specific chartfields – that functionality is for the 
delivered reports and generally will not work with the custom reports, so leave those 
fields blank. 
 
Physical Inventory Reports 
Navigation:  Asset Management – Reports – Owned Assets – Asset by Location 
For this report enter the Business Unit and Book Name. 
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There are currently two custom reports available on the Process Scheduler Request 
page – ND Asset Listing by Location and the ND Asset Listing By Loc & Doc ID.  
These reports are sorted by Asset Category (i.e. Equipment, Buildings, etc) and Location.  
The second report has one more sort added to it – the Document field.    An example of 
one of the reports is shown. 
 

 
 
Asset Balance Reports 
Navigation: Asset Management – Reports – Cost and Depreciation – Asset Net Book 
Value 
For this report enter your Business Unit, Book Name and the Fiscal Year and Period. 
 
There is currently one custom report available here  – the ND Net Book By Category & 
Fund.  This report shows the Cost, Depreciation and Net Cost information for your assets 
in a Book.  An example of the report is shown. 
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Retired Asset Report 
Navigation: Asset Management – Reports – Retirement – Retirement Information Report 
For this report enter the Business Unit, Book Name and Date Range for the fiscal year. 
 
There is currently one custom report available here – the ND Asset Retirement.  An 
example of the report is shown. 
 

 
 

 
Additions Report 
Navigation: Asset Management – Owned Assets – Asset Acquistions 
 
There is not yet a custom report available, but it will be developed. 
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APPENDIX 1 - PO/AP INTERFACE 
Through PeopleSoft it is possible to enter Asset information on a Purchase Order.  When 
the Asset is received, Asset Management can be updated with the physical information, 
when the Asset is paid through AP the financial information is updated.  This is optional 
functionality.  The steps of interfacing are covered in the exercises below. 
 

STEP 1: PROCESS PO 
PO Information 
Select or create a PO for an asset that has not been received. 
Navigation: Purchasing, Purchase Orders, Maintain Purchase 
Orders 
 
(Buyer) 
From the Schedule page, click on Distributions. 
Select the Asset Information tab. 
Enter the AM Unit  
Enter the Asset Profile 
 
IMPORTANT! - Make sure the Capitalize box is clear (unchecked). 
 
Click . 
 

 
 

Continue to process PO through Dispatch.  
 

STEP 2: RECEIVING 
(Bookkeeper) 
Receive Asset 
Purchasing, Shipments, Maintain Receipts 

 
 
Enter Purchase Order number in ID field. (Make sure the Ship To is correct or blank) 
Click on . 
Click ( ) in Sel column for all lines to be received. 
Click . 
Enter quantity received in Receipt Qty.  
 
Check  the Serial box  and click on the AM Status (this should be Pending)   
Enter Tag Number and Serial ID (if they are available) 
If you receive a quantity greater than 1, there will be a row for each unit received.  Be 
sure to enter Tag Number and Serial ID for each unit. 
Click . 

 
  Page 27 of 32 



 
State of North Dakota   Asset Management 

 
 

 
 
This step populates table RECV_LN_ASSET. 
 

STEP 3: PUSH RECEIVER INFORMATION TO INTERFACE 
Note: This independent step is not necessary because the 
Automated Interface set up is done as shown on the configuration 
document.  Therefore, the asset information is pushed to the 
interface table (INTFC_PRE_AM) upon saving the Receiver.  If 
that were not the case, then you would need to follow the following 
procedure. 
 
Navigation: Purchasing, Shipments, Process Receipts 

 
Add or Find Existing Value for a run control.  In this case, call the run control 
PUSH_REC. 
On the Process Receipts parameters page, enter the business unit and Receiver number 
being interfaced. 
 

Press .  This brings up the Process Scheduler Request page.  Select a server 
name of “PSNT” and select the process “Receiver Interface Push.”  Then press 

. 
 
View the status of the process on the Process Monitor. 
 
Note: This process loads physical information into the table INTFC_PRE_AM. 
 

STEP 4: PREVIEW INFORMATION FROM RECEIVING 
 
(AM Supervisor) 
Navigation: Asset Management, Send/Receive Information, 
Preview AP/PO Information. 
 
Enter PO# or Receipt# and click on . 
Review the Asset information and make changes if necessary. 
 
Status should be Pending 

 
 

STEP 5: CREATE AND PROCESS THE VOUCHER 
The Accounts Payable staff should create the voucher by copying from the Receiver 
instead of the Purchase Order.  By doing this, there are more keys on the voucher that 
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will help the system match voucher information to receiver information later in the 
interface process. 
The voucher must be completed through post. 
 

STEP 6: LOAD ASSETS FROM ACCOUNTS PAYABLE 
Navigation: Accounts Payable, Batch Processes, Interfaces, Load 
Asset Request 

Add or Find an Existing Value for a run control ID with the name “LOAD_AP_TO_AM.” 
 
On the Load Asset Request Parameters page, select the following: 
Request ID: INTFAPAM 
Request Descr: Interface from AP to Asset Mgt 
Process Frequency: Always Process 
Process Option: Process Voucher (It is best to process by voucher instead of the other 
options available.  This will allow the Asset Manager to verify that Step 3 Push Receiver 
has been completed on the related receiver.)   
 
Then enter the business unit and voucher ID for each asset to be processed. 
 

Click . 
 
This brings up the Process Scheduler Request page.  Verify server name (PSNT) and 
process description (Payables to Assets Interface) 
 
Click .  You can view the status of the process in Process Monitor. 
 
This process populates table INTFC_PRE_AM. 
 

STEP 7: PREVIEW INFORMATION FROM ACCOUNTS 
PAYABLE 

 
(AM Supervisor) 
Navigation: Asset Management, Send/Receive Information, 
Preview AP/PO Information. 
 
Enter PO#, Receipt# or Voucher # and click on . 
Review the Asset information and make changes if necessary. 
 
Status should be Pending 
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STEP 8: RETRIEVE INFORMATION 

Asset Management, Send/Receive Information, Retrieve Info from 
AP/PO 
 
Select or add a Run Control ID named “RETRIEVE_ASSETS.” 
 
On THE Payables/Purchasing Interface, enter the appropriate 
Business Unit. 
 

Click . 
 
Verify server (PSNT) and process description (PO/AP/AM 
Interface). 
 

Click .  You can view the status of the process in Process Monitor. 
 
This process loads the Transaction Loader tables (INTFC_FIN and INTFC_PHY_A.) 
 

STEP 9: PREVIEW DATA IN LOADER TABLES (OPTIONAL) 
Navigation: Asset Management, Send/Receive Information, 
Approve Financial Information or Approve Physical Information. 
 
All lines populate as pre-approved.  Set any line to unapproved, if 
needed, to keep it from being loaded to the Asset Management 
tables. 
 

STEP 10: UNITIZE OR CONSOLIDATE ASSETS (IF NEEDED) 
 
Note: The serialization attribute on the item is the easiest, most 
efficient way to use the interface and it streamlines the business 
process.  Unitize/consolidate should only be necessary if you 
haven’t installed PeopleSoft Purchasing, since Purchasing 
serializes or leaves items/assets consolidated, for the entire 
process. 
 
However,  these processes are still available if a transaction gets 
through to asset management that hasn’t been Unitized or 
Consolidated. 
 
Navigation: Asset Management, Send/Receive Information, Load 
Transactions, Unitize Assets or Consolidate Assets. 
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Since these features are not likely to be used, they are not 
discussed here.  If more information is needed, please consult 
PeopleBooks. 
 

STEP 11: LOAD TRANSACTIONS TO AM 
Asset Management, Send/Receive Information, Load 
Transactions, Load Transactions into AM. 
 
Select or add a Run Control ID named “LOAD_AM_FINAL.” 
 
On the Run Transaction Loader page, select the range of Interface 
IDs to be loaded.  Also change process frequency to “Always.” 
Note: You must enter interface values in the “Interface ID” 
and “To Interface ID” fields or nothing will be processed. 
 
To find Interface Ids from Purchasing, use Load Status of 
“Pending” and select  Physical Records, then click on the  

Search icon ; the available interface IDs will be displayed in 
the Interface Information section. 
 
To find Interface Ids from Accounts Payable, use Load Status of 
“Pending” and select  Financial Records, then click on the  

Search icon ; the available interface IDs will be displayed in 
the Interface Information section. 
 

After selecting the correct range of interface IDs click . 
 
 Verify server (PSNT) and process description (Asset Transaction 
Loader). 
 

Click .   
 

STEP 12: VERIFY INFORMATION 
Asset Management, Search for an Asset 
 
Using appropriate search criteria 
 
Note: All assets from Receiving that have not been vouchered will have an Asset Status 
value of “Received (Not in Service).” 
All assets from Accounts Payable will have an Asset Status value of  “In Service.” 
 

Click . 
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STEP 13: CHANGE OR DELETE PENDING TRANSACTIONS 
Navigation: Asset Management, Send/Receive Information, 
Change/Delete Pending Trans 

 
This page gives the Asset Management manager one last time to fix or delete an asset 
prior to processing depreciation, journals and loading reporting tables.  
 
There are three buttons:  Update, Delete, and Edit Trans Info.  Update allows for changes 
to ChartField strings and various other information.  Edit Trans Info allows for changes to 
the transaction date and accounting date. 
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